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LUBHATIVE CERVICES

Lo Fndl RO AN (IOIVPRUCTION
he Upmoe Apguisition and Asslgment

1. ‘pmoe assigrments tc CIA acbivilies will be made by the
Cuief, Administrative Jemwices, except as othersiss specificd
in sopropriate CIA reslations.

2. legieste Jor ihe scqgalizition of z%“i. ;mmy in leaso,
purchase, or constetion #il) be made 1o wribing o the ﬁ.‘ e,
Adnivistyeiive Services. uoh requests should state:

2. Curpose for which proverty is 0 be aeqgired.

Be xgaartmty aad bype of spaec Tegl *m.,-

rad locabl 234 )

dy  Pariod for whi m ::.gzma l!»» mqairmi.

¢ Hepobiabtionm, 1f any, wich have tacen place prior

o vaking the regueosh, &%ﬁm&@m mermally ghoald o
e nade by aﬁemm% activitles without prior notification
o and approvel by the Chief, Admindstrative Sorvices.

boen the soguizition requives the sypreval of the Project twview
25X1A ﬁmtm sncd the Direstor of Central Intelliirorce, 071 Rogulation
tamber | | wiil be oomplied with,

e Space Releass and Bxehange

1. The Chief, Admindistraetive Services, will be notified in
writing of asaigned spece vidch may be released by a CIA setlvity.

2. loguests for the exchange of space betwesn wo or zore

mﬁ%ﬁﬁﬁ of CIA wiil be made bo the Chief, &Mﬂiﬁﬁmtiﬂ
sopwings,

Approved For Release 2003/03/36 : CIA-RDP54-00177A000200030125-1




CrRTRAL INTFLLINTROR A0FKCY REMVILATION KUNMBER

Approved For Release 2W-RDP54-00177A000200030125-1 :
25X1A

T, BRITIDING HAINTERANGE AND TPTLITIFS = DEPARTNFKTAL ARES

A,

B,

G,

e

¥aintensnce of and Alterations to ruildings Assigned to
or Leased by CIA,

1. 2All requests for renovations and installations re-
guired in tuildings assigned to or leaczed by T2 will be
made to the Chief, Administrative Tervices, on Form

No., 36=7, "Raquisition for Supplies, Fouipment or Service",
or as otherwise appropriszte,

2, Requests for maintenance services may he submitted in
writing or by telephone to the Puilding ¥aintenance and
tilities Division, Administrstive Fervices Office,

¥oves

Requests for moving of offices or other activities
will be made in writine to the Chief, Administrative
Services, indieating the building and rooas from :nd to
which the woves are desired, Formally, s minisum period
of three days will be required to arrange for moving
services,

parking Cpaces

Allotments of parking spaces will be made in bleocks by
the Chief, Administrative Services, to CIA activities for
reassigneent to individnal employees. Office heads will
report to the Administrative Services Office the assigne
ment of parking spaces to individusls, including the space
numter, name and telsrhone number of individual to which
1t is sssisned, and the year, meke, wodel and license number
of his vehicle., The Administrative Tervices Office i
responsible Tor the inspection and polieing of parking areas.

Telephone and Teletype Service

1. Requests for telephone service will he msde to the Chief,
sdministrative Services, in writing, deecribing the type

of service required, the bullding and rooms in vhich service
is to be located, and the iadividual who will provide detailed
{nformation, The Chief, Telephone franch, Building Maintenance
end Utilities Diviaion, Administrative Services (ffice, will
prescrihe the type of installation best zalted for sdequste
service. A minimum p ried of three days for change or initisl
jnetallation of %elephone service is reguired,

SEERES
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7o Qequestz to utility cowpanies Tor telephore and tsletype
services within the Fsshimpton arae will = made "uly by the
Fdnin]gtrative “arvices (T iee,

Cefelerias

The fdeipistrative Cervices 0f71ee 15 respomeible for
lizigon =ith “ovsrrment Tervices, Ime., in commection with
safelopins oporated by Lhat orgepization im 778 malldings,
fup-sgtions or complainte n connection with these crfeterias
i1l o made Lo this Cffiee,

instalizticn of Hot Flates

1, Rot lmtes may not be uged im (73 buildings witheut the
srior written sopraval of the Chief, rdministrative fervices,

2. % nde are avallable to provide adesusie proteciive
installistions at government sxpasnse for non-hazardoas hot
nlate use, There 1g no oblection, heowevsr, is nrevidipe

a reasornz-le mumber of guth installstions at the expense of
the users, The cost ¢f sdequale .rotection lo such cases
will be aspproximately 115,00 per installation, The Shief,
tdaint stra ive “ervices, say be contscted for Turther details,

3. the (nisf, kdministrative Tervices, is charged with the
progesre anfercement of this Zasgalaztien,

Banortins of sceldents Inwdivine Perponal Tniurles spd Preogeriy
Tgance Lo the Pablie Yuildinee Fervice,

1. ‘uoted below iz a memerandum received fros the Uffice of
fmildines ¥Yarapement, Fublic Halliings Service, Teneral Tervices
fatnistralions

Weoomaeres Reports of Aecidents Imvolvims Persenal
Injuaries =nd roperty Vemare

*“ince the spacleent -7 tha Federal Tort Claime ici,
s maarer of 2laims bave hoen “iled with the Tublie "uildince
“apwice coverine pesrsonzl infwrles sllegedly due te
goeidents seonrrine in ~aildinee which we oporste and
spintein, Inveatirstions heve Alzclosed that many of Lbe
alleped aceidernts wovs posorted te the Thief (lerk or cother
sdaintstrative o7 icer of the feengy heused in Lhe Duldlding,
gt were et reported to the Tasrd of floe or the the Hail ine
Cunerinbecdentte offles,
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2The Public Buildings Service is responsible, in most
cases, for considerstion of these elaima, %e would .
appreciate your coeperation, therefors, in direct.ng your
representatives, both in the Hetropolitan Ares of
Washington and in the Fisld, to report all accidents
involving properiy damage and persomal injury oecarring
within buildings cperated and maintained by the Pablic
Buildings Service to the Bullding Superintendont's
office or te the Gusrd office, Buch reports should
be made as proaplly as possible so that a full investi-
gation may be made shile the facts are still fresh in
the minds of the witmesses and the evidence is still
at hand,.®

2. All accidents involving property dazage or persomal
injuries occurring within bulldings used by (A in
Washington and in the Field will be lmmediately reported
to the Chief, Administrative Services, for forwarding to
the Public Buildings Service,
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ITT. THAEEPORTATTON
A-“ Traftl
1., 1Issuance of Travel Orders

a, Travel orders will be issued by the Transportation
Divielon, Administrative Services Office, except as othsr-
wise stated,

b, Chiefs of Higsions outside the continental nited
States may authorize, approve and issue travel orders for
temporary duty travel abroad of civilian employees whose
officlal stations are located within their particular
theaters,

2. Reguestz fer Travel Orders

a, Requests for travel orders, or amendments thereto,
other than those issued by Chiefs of Missions, shsll be
prepared in duplicate. Both copies will be routed to the
Transportation Division, Administrative Services, thro:gh:

{1} oOffice Heads or their delegates (not below
Division Chief level) in the case of individuals
under their jurisdiction,

{2) Personnel Director in cases involving permanent
change of station or travel to firsi post of duty B
abroad,

(3) Chief, Adrinistrative Cervices, when a request
includes overseas transporiation of an sutomobile,

(4) rersomnel Director for travel abroad on temporary
duty.

{5) Deputy Director (Administration) in cases of
Office Maade,

be Fersonal action of each Torwarding o ficial must be
indicated on the request. Requests for domestic travel
will be submitted in sufficient time to Le processed and
reach the Transportatiocn Divisiom at lsast 4B hours prior
Lo the planned departure time. Raquesis for Toreign
travel should be submitted 40 days im advanee of planned
date of departure,

Approved For Release 2003/408/66 : CIA-RDP54-00177A000200030125-1



Approved For Release 2003/0%4-00177A000200030125-
, SEX1A

CENTRAL TNTYLLICFRCE ATTECY RFOILATTON 1§M| |

e, Per diem and mileage rates provided under axisting
laws and regulations represent the maxilwam allowsble,
Requesting and spproving of 7icials will indicate on

the requests for travel orders the racomnended per diem
and mileage rates and will redace the maximum allowance when=
aver it exceeds the necessary offielal traveling axpenses.
The approval of a regquest by the indtisting office will
be deemed a certificate that the rates stipulated therein
are not in excess of the amcunts rormally required to
meet the necesssry officlal traveling expenses under

the circumstances.

4, The Tracsportatiem Division, upon the recompendation
of the Chief, Administrative Services, mby lssue monthly
blspket travel orders for truck drivers emgaged in
repeated official trips and arrange for periodic sube
missien of travel vouchers cov:rine such repeated travel,

3, Responsibilities of the Trangportation Nivision,
Administrative Services Office

a, Provide travel arrangement service. Personnel ordered
overseas should contact the Transportation Division
six wesks prior to planned date of departure.

b, Arrange for the issuance of passperts =nd visas, and
secure ovarseas clearance when necessary.

e, Issue necessary travel orders and verify that security
clearance, physical exaninntion, immunisation, passports,
visas, and theater clearance have been obtained before
releasing the ticket or Tramsportation Reguest to the
traveler,

. Travel by Armed fervices Personnel

Armed Services Persernel performing temporary duty travel
or travel in commection with s persanent change of station
for the benefit of the ‘gency will be reimbursed for per
diem and trrvel coste in aecordance with the travel regu-
Jstions of the Armed Cervices. ‘ipen receipt of travel
recuests approved by the Tramspoertstdon Division, Administratlive
Services Cffice, the ‘ilitary Personnel Tivision, Parsonnel
office, will iasue appropriate travel orders, 7Two
certified copies of the ordere will be forwarded tc the
Fiscal Tivision, Finance Cffice,
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5« Transportation of [ependsnte

a, The Transportation Division must be advised promptiy
1f srrancements are to be made for the transportation of
devendents, Complete information sho.17 ba furpished
ghowing names, relationship, end in the case of minor
children, their sex and age,

b, 7The Transportation Divieion will perforn the
same services as are randered to the emgloyee and
assizt the dependents in every way poosible whether
they travel with the enployee or depart at o later
dote,

€, In cases of andue hardship on parents incurred
in the halding of children under twe ysaFs of age on
long jourreys, ssat accommodations will be furnished
the children if desired by the travsler and set forth
in the Fequest for Trawel Order, The approval of &
request by the initisting office will be deemed a
enrtificate of necessity,.

6, Transportation of Housshold foods, Parsonal Fffects and
Privstely Owned Autemobiles

a, Txisting legislation authorizes the payment of
transportation expenses and cther expences ineident
thereto for the zovement of househcld goods and

personal effects in cennection wiih change of

official duty stations snd to first duty station over-
sess of new appointees, within eert-in weirht iimitations,
when authorized by the Parsonnel IMrector,

25X1C4A

CECRE

-7 =
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25X1A6A

7.

Cs Reguests for shipment of househol? goods, personel
effects »nd privatsly cwmed antomobiles to oversess
destinntions, smst include the followine information:

Hame

Title end Office

Present of ficlal station

Yen official station

Location of effects {street address)
Pevson Lo he contacted al that addrese
Tatirated walcht of eviomant
Approxia:te date soods to he plcked wp

The Travsocrtation NMvision will make all arrangements
to have the ho:sehold roods and personal effests picked
up from the euployee's home, packed, crated and ctherwise
prepared for exrert shipment, and upon ~ampletion of the
packine and eratins will srranve for shipment to the
overseas degtinstion,

Shipment of Supplies and Fouipment

~ TIVIEIGN, Zdministrative Cervices Uffice will assign

a cargo number to the shipment, “aid mwmber will be
obtained from the Tupply Division, Procurement Office,
'pon receipt of advice from the Supply Nivision that the
careo is packed and ready for shirment, the Transportation
Tivision will reguest shippine space through availsble
means of trangportation snt will srranee for delivery

of the earpo to the port of emharkastion.

¥otor Tranzportation

a, {1) The fdministrative Services Of"ice malntains &
central motor pool comprised of pRasengerecarrying
vehlcles, busses, and various types of trucks and
trailers, Fascenger cars are operated to meet
transnortation nesds which cannot be secured by
une of scheduled ghuttle service. Transportation
other than hy shuttle service to points served
by the shuttle may he reguested fro: the Dispatcher,
vhen neceseary,

- F
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{2) The "Que®™ Building passenyer motor pool
dpersies on a 2hehour daily basis, 4fter 1700
hours on regular workdeys and on Zaturdays,
fundayz, and helldays, requests for transpartation
mist he roated through the C7R ¥ateh Officer,

b, 4csizoment of pascengere-carrving vehieles to
individusls o2nd activities will he made only upoan

the written request of an O0ffice ead mnd approved by
the Peputy Director (foministration). It is the
policy of the Agency to keep such assignsents teo an
abhsolute ainimam,

e. {1) Exceapt ss otherwise specifically suthorised

~ in'writisg by the Deputy Director (idministratien),
no employee of CTA stationed in ¥ashington will be
permitted teo cperate CiA moter vehicles without a
properly certified C72 driver's ligense, Authority
for issnine 074 1licenses ic vested in the Chief,
tdministrative Services, after appropriate
certification by the Testinr and Trainine Hranch,
Peraonnel Nffice, snd the edical Office., Reasuests
for driver's licemses should be made in writing by
the Office concersed, to the ‘hief, Administrative
Tervices, indiceting necessity,

4, A1l assisned and peol chauffeurs are supervised by

the Thief, Adwinietrative Hervices, for administrative
surposes, inclading working houre, overtise and reslace=
memt of sesiemed chauffeurs due to abeences or terminatlons.

a, (1) Fxecept 2r sceeified in b,mlow, socl ehauffeurs
w11 not wait for possengers lenger than 15 ainutes,
anless prior arrangements have been made with the
THepateher, 2nd then net in execsss of 30 mimtes,

-G -
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{2) Office Heads and their Deputies, when using
motor pool cars, are authorized to have such cars
walt for them at destipation regardless of the

time involved, or to return for them at a given
time, These officials should inform the Dispatcher
whether the csr should walt or return in order
that chauffeurs may receive proner instractions,

£, Chauffeurs who perform overtime work will report
the hours worked, together with the sipnature of the
person for whom the driving was performed as a basis
for overtime payments. Prior verbal approval for
overtime driving should be obtained, if practicable,
from the Chief, Administrative Cervices,

g, Chauffeurs aréAparsanally responsiible in the
event of traffic violations, Chauffeurs will not be
ordered to violate traffic regulations,

h, Fxcept as ctherwlise authorirzed in writing by
the Desuty Direetor (Administration), all CTA vehicles
located in Washingion will be returned tc ths garage

at the ¢ ay. Those vehicles which are not
25X1A6A garaged st be brought in ai regular
stzted intervala for servicing.

13 (1) OCovornment motor vehicles are to be used by
personnel of this fgency for official purposes only,

(2} Publie Law 600 requires the suspension or
diemissal of any employee who unses or is found
regponsible for the use of a Covernmentecsned
vehicle for other than offieisl purposes,

(3) The Chief, Administrative Services,will

make perioedic checks of dispatch records, and

will discuss with Cffice Head® any arparent
viclations of thiz paragraph, %When considered
neeessary he will report aopzrent violatioms to the
Deputy Director {Administration) for further
action, including statement .of previcug discussions
with offiecizls concerned,

E'.:vve ER Eqm
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3+ (1) In order that the Transportation Division nay
n~intain proper records and insure that ail tgency
vehicles are serviced at regular intervals, a
"Wonthly Motor Vehicle Operating, ¥zintemance and
Repair Record", Form No, 36=203, will he swbmitied

25X1ABA

be Torwarded al the end of each month to Chief,
Transportation Division, Mdministrative Services
Offiee, through the Office to which the vehicle is

(2) Form No. 3€=203=4, "Arnuel ¥otor Vehicle
Operating, Malmtenance and Fepsir Expenses",

orovides for the accumuletion of costs for & specific
vehicle for one year. The totals entered on each
Form Fo. 36203 should be posted at the end of

ench month tc Form Ko, 36e203-f, 25X1
siay retain Form No, 36203« for purposes

a5 the Transportation Divieion will maintsin

one of these forms for ecach vehi.c}.el | 25X1
using the information furnished eactm

Form ¥o. 36-203,

k. Trucke and trallsrs are operated for the dslivery of
tu’p@%ies and equipment tc the variocus Agency offices in

the "a:%ington are: ond Tor saeh ~ther loral and long-
distance ha.linv as necesg-rv,

-11 =
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Fe

Hse of Texicabs

ie When it has been definitely determined thal government
transportation will not “e availehle within a reasonable
ime, the nse of taxicabs for officlal business by Agency
amployees may he autherirzed by Office Heads, their
Deputies, or Uhiefnof Field Stations, under the following
clremetaness:

(1)} Te meet urgert fixed appoint;aenté.
(2) To transport umusually bulky documents or delicate

or cugbersoiwe esgui-ment, provided there is an wrgent
immadiate need,

b, Adeguete statements of Justification mmst accompany
relnhursement vouchers,

¢. The use of taxicabs while in 2 ¢ravel status will be

soverned by the orovisions of Standardirzed lovernment
Travel flegulations.

- 12 =
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IV, REPRODUCTION

A,

B,

Ce

De

Authorisation to Request Reproduction Cervices

In oerder to implement effeetively the reproduction prograa
for the Agency, each Office Head will appoint an individual
or individusls, G5-7 or above, to be responsible to him for
the authorization of reproduction services. The names of
these authorized persons must be subsitted in writing to
the Chief, Administrative Services, who will also be informed
in writing of any subssquent changes in the persons so
designated,

Procass - Coples

The heavy demands upen CIA Reprofuetion facilities make
it essentisl that the perseons suthorised to sign recuests
familiorize themselves with each type of reproduction service
available, the time reguired for each, and the relative
eost, sc that Lthe most efficient and economical process will
be selected and the number of coples to be reprod.ced’ kept
to a ainimum,

Submission of Requests for Reproduction Work

411 recquests for reproduction work, when properly signed,
will be subaitted to the Chief, Reproduction Nivision,
Administretive Services Office, for processing,
Requests for Reproduction Fquipment

Requests for all types ¢f repreduction equipment pmst

be submitted to the Chief, Reproduction Division, Adwinistrative

Services Office, accompanied by a written Justification, for
approval, before procurement action cen be initiated,

CREF
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Vo

MACHINE RFCOANS

A. The Administrative Services Uffiece i3 responsible for the
meintenance of a2 Machine Records Branch (I%¥) for the purpose
of providing Hachine record and renorting services ito umeet
reguiremsnts of adwinistraltive activities, Informatiom
maintained will be furnished only on the request oFf approval
by the Chief of the administrative activity primarily concerned
with the Information desired,

B. Regquests for application of maechine record techni-ues fer
adeinistrative records will be forwarded in sriting te the Chief,
Admirdstrative Services; and sueh projeets will be undertaken
only after concurrence has been ebtained from the Advisor for
Hanagewent,

-1l -
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¥I. RECORDE MANAOFNFNT

A+ 1. BRecords of CIA are defined to inelude all »ooks, papers,
maps, photograshs, filas, recordings or other documentary
materiel regardless of physical form or cheracteristics, mads
or received by any portion of CIA in pursuance of Federal
law or in conrection with the tronsaction of public business
and pressrved or appropriated for preservation by CTA or its
legitimate successor as evidence of the orgonization,
functions, policles, personnel, deeisions, procedures,
financial or legal tramsactions, operations or other activi-
tiss or because of the informational wolue of dats contained
therein,

2. Iibrary and suseum saterial made or ascquired and pressrved
solely for reference of exhibition purposes, extra copies of
dogusents preserved only for convenience of reference, and
stocke of publieations and of processsd documentz are not
inelnded within the definition of the word "records™ as

weed in thiz Instruction, "Resorde™ and "record materisl”®
may be used interchangeably,

B, There is esteblished & Records Management Progras for CIA.
The Chief, Aduinistrative Services is charged with operational
supervision of the program throuch a CIA Records Officer
designation by him and Recerds Officers designated by ssch
Office and Staff section.

C. The progr:m will cover, but not necessarily be restricted to:

1. Inventories of ail filee and filing equipment %o
determine the volume, types, filing arrangement, record
character and retention pericds for documents and the
quantity, value and effectiveness of use of filing equipment
and epace occupied by files,

2. TDesignation of offices of record at points of use to
contain the record copies of documents,

3. Stapdavdization of filing systems, filinc equipment and
procsdurss for the maintenarce of files,

he Tevelropment of disposal lists and disposal tables for all
file series to provide for the systematic retivement of all
files no lonrer reguired by law or poliey,

SEERET
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5. Reeords danagement surveys to obtain data for recommending
changes to wromote efficient operations relsiing to records,

é, | Training courses for Records Officers who will e xecute the
Records Manugewent Progran,

Te 'Rmmmatiom for labor-saving devices to assist in
reducing the costs of preperation and storage of records.

8, Establishment of (a) s Escords Center o provide secure
storage of seni-zciive iger-y recorde of value for s limited
period, (b) the CIA irchives for the storage of Ageney records
of snduring value,

9. Dewelopment of microfilaing projecis for records which
lend themselves to the protess for the reduction of space
required for storage, for assisting aduinistreiive processes
in the use of these resords, or for preservine coples of
documents as a seourily measure,

10, Advice on other matters relating tc records, iacluding
precedures for the dommerading of security clmiﬁcatim
of documents,

Py Responsibilities for the Records Managenment Program are de=
fined “elow: :
~
1. The Advisor for ¥anacement will provide poliey advies
and zenaral culdsnce to the eptire srograa,

2, The CIA Records Ufficer will formulate, define, and
roview progreszs of the various phases of the program, will
seve a8 the CIA Archivist and as the CIA Liaison te the
Natiomal érch&m, Rmsu of the Budget, ani other agencies
on records prm =, bthrough preseribed lisison cenmirel
channels,

3. Fach Office will implement the progrsm internally, and
designate z Fecords Cfficer for this purpose,

ke ¥ach Office will destroy, im accordance with law and
Agency regulations, "nop-record” documents which are no
longer required, The definition of "records® snd criteris
for determining which decuments are neither records nor
record material are included in paragrsph A., sbove,
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5, Fach 0ffics will transfer to the CIA Records Center
or Archives seml-active or non-current records no longer
ezsential or recessary for retention in the physical custody.

6, The Administrative Services Office will operate the Fecords
Center for none-current documents which mast be retained

in the Ageney for a limited period, and will saintain

records of enduring walue in the CIA Archives., Documents
received in eithar the Records Center or the CIA Archives

will be stored in & secure manner and under any pecessary
restrictions sz to access approved jointly by the Office
having custody, the Inspection and Cecurity Office, and CIA
Records Officer.

7. The Chief, Administrative Services will authorize the
" nltimate disposition of CIA records to the National Arehive-.
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